MEMORANDUM FOR: Deputy Dircctor for Intelligence
Deputy Divector for Plans
Deputy Director for Science and Techuology
Deputy Director for Support

SUBJECT ¢ : Information Control -- Archives, History,

and Recozrds

1. Executive Order 11652 and the 1mp1r>:mcnun0 National Security
Council Directives governing the clas 51flc(_..t10n/declas51;L1cat1011 of national
security information must bm implemented by 1 June 1972. It is also clear
that new pressures are building under the Freedom of Information Act
toward declassification of events in U.S. history wherein CIA played a
significant role. The implications of these developments clearly requive
the fullest coordination of information control procedures, including

ecords management, histories, and archives administration. It follows
‘a,l;:at e ghoulr}. provide a single mechanism for the execution of these pro-

3

Z. In essence, the three elements of Information Control: Racords
Managemeunt, Avchives, and History, all recoxd our expzrience to make
it available for future use as required. This use includes file scarchoes
for current opevational support, briefing and training new personnal, and
answering press or congressional questions as to the Agency!
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carlizr events. The problzm is to designa system which will satisfactoxrily
"1

avswer the needs of the future in these ficlds with a sninimum cuxpenditur

@

of man-hours and funds at present, In these days of declining persoanel
l N

ceilings, we obviously cannob dedicate lavge amownts of current TNANPOVE X
to malking immmediately available detailed answers to 2ll contingent ques-
tiona. At the samce tivne, we must constantly prote c,’f thae sensitive sources

thods of intelligence in the national interest and respect our fiducinyy

R

cesponsibility fov the safoty of many of our sources.
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some of these are highly sensitive and must remain compartmented as we
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3. In our approach to this problem in this intzrnally compartmented
Agency, it 1s essential to decentralize much of the responsibility and most
of the actual effort. At the same time, this decentralization necds to be
matched by a system which will indicate the degrec to which rainimum

standards are melt by all units, and a mnechanism by which units can profit

o

by interchange of experience and by sharing solutions

4
matervial end the different purposes we expect them to serve. Some of our
records ave important basic reference tools, e.g., CI files. Some are
analyst working files of rnoderate life requirements. Some are formeal
publications of the Agency distvibuted elscwhere in the government with
souvrce sanitization. Some are operational records and documents, and

ell
as r*l ssified. Some of our reviews of past events are essentially chronicles

of these events, which have value to new arrivals. Some should be analytical

Teviews drawrw lessons and conclusions. Qur system snomd reflect these
differences if it is to do the job needed.

5. The following overall approach to 8 situat cn has been developed

ni
for implementation through the mechanismes ir\ dicated

a. Records Manngement (HR 70-1)

(1) Effective records manzagoment is the foundation stone of
any satisfactory action in these fields, as weall a5 current operatioas
depending upon effective records. It must be the subject of continuinfr
and serious atbiention at all levels of the Agency and is

h
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to its own records. The Executive Director will repoxt on the Agency
program poeriodic ﬂly to the Dirvector and Deputy Director, and it will
be reviewasd scemiannually with the Deputies.
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cfore, a new Recovds Manacemant Doard

sceniox officer representation ft
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ates, The Office of the Divecior

Director and each of the Divector
cabutive will be the Chaiviman and Lh" Acgency Records Manage-
1

fHeer, 'Tha Dicectorate re
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the Divectorate Records M
vy full time Techaical Assistants

ics., This Doard will scrve ns the intor:

Gditication Roviaew Comen
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fuil responsibility of cach Directorate and subordinate uni’c with 1':-—:spec‘c
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i, In our analysis we must clearly recognize different kinds of informatic
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11652, The Board will be supported by a Technical Comrnittee of

full-time Records Officer representatives from each Directorate

and such panéls as may be required.

(3) The first ovder of business for this Boaxrd will be the devel-
opment of a system and structure for the integrated administration and
management of our archives, history, and records declassification
systems, following the general principles outlined in this memorandum.
Regulations developed for publication in time to meet the 1 June deadline
of the Executive Order and implementing instcuctions are to be rL-egard-ed
as interim measures to saltisfy the immediacy of the deadline and sexrve
to highlight the importance of immediate concexrted effort to establish
orderly and meaningful ]oncr term programs.

(4) The Records Management Board will report its conclusions
recommendations, etc., (with any dissents) directly to the Executive
Director. The Records Management Board will make semiannval reporis
to the Executive Director, outlining the status of the Agency's Reccords
Management Program, any problems it is experiencing, and its recom-
mendations for immprovement of the program (including reports on records
managenient to be submitied by the Directorates). The Executive Direc-
tor \mJL consult with the Deputy Dircctors hefdre inml—'—\rne';
recomumendations. ‘ The present CIA Records Administration Bran co.,
Support Services Staff, DDS, will be transferred to the Of
Iixecutive Divector--Comp ,rultcr and will become a Sceretariat :Eo:t' the

ting any su ch

LIA Records Manavement Board., The CIA Records Center will remain
under the supervision of the Chief, Records Administration Branch in
the Qifice of the Executive Director.

{(5) The twmcvd Mana gement Board will furnish a nonvoring
L
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to the Agency Informeation P

to submit agenda itexms and recomy
caen s::i,ng; B oard. He will paxti uhr[\
mation Processing Doard these aspects
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(6) Thz Records Managernent Board will develop recommen-
dations as to cachorlo of Agency records (such as the categorias

in paragraph 6 above, plus any others deemed appropriate) and as
to specific guidelines for the selzaction, retention, and declassifica-
tion of records in these categories. Thesec guidelines should also,
where appropriate, include time periods for retention and declassi-
fication by category and indicate disposition therecafter, and include
appropriate measures to comply with legal and executive require- -
ments for retention and declassification. In particular, recommen-
dations should be made as to the identification of categories which
might appropriately be retired as classified government documents
under GSA auspices or passed to the National Archives, rather than
held solely under CIA control to protect intelligence sources and
methods

(7) The Records Management Board will serve as the forum
for recommendations for declassification, Agency contributions to
other Agency historical programs and other interagency problems
involving the Agency's records. In this process, coordination will
be made as appropriate with the General Counsel, the Director of
Security, etc.

b. Archives
(1) BLach unit submitting an annual report (see below) will.
identify its key docwments and files for permanent inclusion in Agency
Archives. The Records Management Board will develop the system
or systems by which such documents will be identified on a systeraatic
basis during the year and indexed for later access and dg,Ll"QWlf cation

\_/(

review as an element of the Records Management Program. - Annually,

cach unit will mmake zo overall review to ensure that the documents

marked for avchival retention are neither excessive in detail, inappro-
sified nor incomplete through omissions., A cerktificate to

this effcct wﬂ.l accompany the unit's Annual Report, and the Agency

Archivist will veport any problems in this process to the xecutive

Diraector through the Records Management Boayd.
(7)) he Agency hw ords Management Officer will also be
od ae th-:-_: Agency Archivist, to supervise the Agency's Archives

e will cooavdinate the excecution of the Archives Proororm

QT

through the Ageney Reocords Managernent Board. Lle will woxk in closc

(S

coordination with the Agency Mistosian, The Dopu ty Dirvectors in their

Directovntes will appoint thelr Yecords M: anagernent Officers also as
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Directorate Archivists, to supervise this program in the Directorvate.
The Agency and Dirvectorate Archivists will supervise compliance
with overall Agency Archives regulations to be drawn up and issued

after consultation with the Deputy Dlrectm A semiannual report
to the Lxecutive Director on the Archives Program will be prepared

by the Records Management Boaxrd.

c. History (FHR 1-2c¢(4))

The major thrust of the Agency Historical Program will be
placed on the development of analytical histories of important Agency
activities and operations. The "Office History' approach to date,
which has been largely successful in bringing our history up to 1965,
will no longer be the major focus of the program, as the chronicling
of future Agency activity will tzke place under the Annual R epoxt
system outlined below. Thus, future Agency histories will take Najor
subjocts of Agency activity and analyze the wavs in which the various

elerncnts of the Agency worked together to produce the overall Conbri-

bution to the operation in guestion, There will be some situations in,

which a single element of the Agency providec 1 all or most of the Agency
paxticipation in any one activity., There will be occasions also when
sensitivity will require that any anu]“tjccﬂ_ review of an operation be
conducted in a most rvestricted fashion., This will apply to many

Clandestine Scrvice historics. Priority will be cviven to cstablis] hing

()

@
the basic Agency history of the more prominent operati

Nizssile

Crisis, Bay of Pigs, War in Vietnam, War in Laos, Cm ngo Oporations

’

U-2 Opearations, cte., with particular attention to lessons derived from

vities in which the Agency hos beon engaged, e. g

these exp‘triozr.lces. These histories should also bz indexed in 2 fashion
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d. nunl Reports

(1) To provide the neccessary chronicle of the Agency's acti-
vities at minimum expenditure of effort, a system of annual reports
of the units and offices of the Agency will be developed. These will
be submitted to the next senior cormrnand level for review and then
held by the originating unit, with a copy incorporated in the Agency's
Axchives. The requirement for these annual reports will be timed
and coordinated with the submission of the Agency's Annual Report
to the President's Foreign Intelligence Advisory Board and the Agency's
Anmnual Program submissions to avoid duplication of effort. The identi-
fication of the elements to submit these annual reports and an outline
of their format will be developed by the Agency Historian for the Execu-
tive Director, in coowrdination with the Depuiy Directors. These may
include significant contractor units, when these played a significant
role in Agency programs or operations. These annual reports should
highlight major accomplishments, major problems and overall con-
clusions and recommendations for future action in the unit itself or
by elements supporting or associated with it. As required, compart-
mented annexes can be compiled and held separately covering parti-
cularly sensitive events. - ‘

(2) In many arcas it will be essential to produce one-time
reports to cover the years from 1965 (or the most recent his story) to
the curwvent Annual Report, This will be under tm\\,n by units identi-
fied to subrnit future Anuu-Ll Reports. In those situations in which an
overall Agency history to be produced will cove ‘1 1e period in question,
a scpavate Annual Report need not be CL&ZVC,LOP?‘(-[ (e. g., the War in Laos,
the War in Vietnam), as the necessary chrvonicle and Avrchives can be
developed at the same time as the analytical histovy. In other cases

-3y
how,vo\,rer, 2 one-time effort to catch up to the current annual report
gystemn will be necessarcy, and this will be undertaken by the unit in
question. Staff supervision of this activity will be provided by the
Agency Historian and Axchivist.

c. Classification and Declassification

The Records Managcciment Bozrd will be the foeal point fov the
Acency's jrnnle

areniation of thae Cl asgification and rlc’cl',sdlfirz:.t'?on

procedures coguis ““:1 by Iixecutive Oxdex 11652, The Board will coor di-
nate as reguired with the General Counsel, the Dicector I Socurity,

and othicrs in carrying out this responsibility. The Acency Representa-
Live to tho Toteraveney Classification Reviow Comumnittee under stcztioz?

i
i
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1 of this Order will work throuch the Agency Records Managerment
[ [«]
Poard in carryiag out his responsibilities.

f. A Soecial Assistant for Information Control will be apnointed
by the Fxccutive Dirvector to serve as Agency Records Management
Officer, Agency Archivist, Chairran of the Agency Records iwanafm-
ment Board, and perform such other duties in the field of lnforraation
Control as the Executive Dlrccto* may presciribe,

25%1

'\"‘T. . Colo*r

Inspector General
General Counsel
Director of Security
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